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LEGAL COMPLIANCE MANUAL

CLAIMS AND DISBURSEMENTS

Introduct ion

Municipal transactions involving an account , claim, or demand made for any property
or service w hich can be it emized in the ordinary course of business and disbursements
of municipal funds are covered in this sect ion.

“ Municipality”  for the purposes of  this sect ion means a county; local social services
agency; county board of education for unorganized territory; school dist rict ; charter
school; tow n or home rule charter city of  the second, third, or fourth class; or park
dist rict .  This sect ion also applies to statutory cit ies.

In addit ion, Minn. Stat. § 471.425 (Prompt  Payment of  Local Government Bills), applies
to any home rule charter or statutory city, county, tow n, school dist rict , polit ical
subdivision, or agency of local government .  It  also applies to the Metropolitan Council
and any board or agency created under Minn. Stat. ch. 473.
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M inn. St at .

Sect ion CLAIMS AND DISBURSEM ENTS

Yes No W ork paper

Reference

Part I.  General Provisions - For M unicipalities

§ 4 7 1 .3 8 ,

subd. 1

§ 4 7 1 .3 8 ,

subd. 2

§ 4 7 1 .3 9 1 ,

subd. 1

§ 4 7 1 .3 9 1 ,

subd. 2

§ 4 7 1 .3 9 2

§ 4 7 1 .4 2 5 ,

subd. 2

A . Has every person or the person’ s agent claiming payment put

such claim in w rit ing (w hich includes an electronic t ransact ion

record ) by  it ems?

B. Has each declarat ion  for payment  (described below ) been signed

to t he eff ect t hat such account , claim, or demand is just and

correct  and that no part of i t  has been paid?

NOTE:  The provisions of t his sect ion do not apply t o any claim or

dem and for an  annual salary  or f ees of  juro rs or w it nesses,  f ixed

by  law , no r to t he salary o r w ages of  any  emp loyee w hose salary

or w ages have been f ixed on an hourly , daily , w eekly , o r monthly

basis,  by  the gov erning board  of  t he m un icipalit y , and w hich is

now  aut horized by law  to be paid on a pay roll basis.

Declaration Form - The declaration is suff icient i f  in the fol low ing

form:   “ I declare under the penalt ies of law  that t his account,

claim  or demand is just  and co rrect  and that  no part  of  it  has

been paid.

                                                                                           

    (Signat ure o f  Claimant )”

The check or order-check by w hich the c laim is paid  may have

printed on its reverse side, above the space for endorsement

thereo f , t he f ollow ing  statement :  “ The undersigned pay ee, in

endorsing t his check (o r order-check ) dec lares that  t he sam e is

received in payment of  a just and correct  claim against t he

count y (coun ty board of  educat ion f or unorganized t erritory ,

school dist rict , t ow n or c ity),  and t hat  no part o f  it has heretof ore

been paid.”   W hen endorsed by the payee named in the check or

order-check , such  statement  shall operat e and shall be deem ed

suf f icien t  as the required  dec larat ion  of  t he c laim.

C. A ny person w ho w ill ful ly and falsely makes the declaration

prov ided for is guilty  o f  a fe lony.

D. Prom pt  Payment  of  Local Governm ent  Bills

- St andard payment  period is:

- 35  day s f rom  receip t  f or gov erning boards that  meet  at

least once a month;

- 45  day s f rom  receip t  of  goods or serv ices o r inv oice,

w hichever is later, for governing boards that do not

meet at least once per mont h; and

- 45  day s f rom  receip t  f or jo int  pow ers ent it ies.
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§ 4 7 1 .4 2 5 ,

subd. 2

§ 4 7 1 .4 2 5 ,

subd. 4

§ 4 7 1 .4 2 5 ,

subd. 4

§ 4 7 1 .4 2 5 ,

subd.  4 a

Part I.   General Provisions - For M unicipalities (Continued)

1 . W ere al l bi lls paid w ithin the t ime period set by  the terms of

the contract or w ithin the standard payment period?

- The governm ent  ent it y  must  pay  int erest  on  bills not  paid  in

a t imely m anner.  The interest rate is 1½ percent per mont h

or part  of  a month.   The minim um  monthly  int erest  on  a bill

of  $ 1 0 0  or m ore is $ 1 0 .

2 . For bil ls paid aft er the t ime period set by t he contract  or the

standard payment  period,  did  the gov ernm ent  ent it y

calc ulat e and pay  int erest  as requested by law ?

3 . Did each cont ract  betw een the government entity  and a

prim e cont ractor require t he prime cont ractor t o pay

subcontract ors w ithin ten days of receipt of paym ent from

the government entity  or pay interest at the rate of 1 ½

percent per mont h or any part of  a month?

NOTE:   The in terest  penalt ies in  these quest ions do not  app ly  to

good fait h d isputes.

       

       

       

       

       

       

                    

                    

                    

Part II.  Claims and Disbursements - Statutory Cities

§ 4 1 2 .2 7 1 ,

subd. 1

§ 4 1 2 .2 7 1 ,

subd. 2

A . Have all  disbursements been made on orders draw n by t he mayor

and c lerk upon t he t reasurer?

B. Hav e all claim s been audit ed and allow ed by the c it y  council,

except w hen issued for paym ent of judgments, salaries and

w ages previously f ixed by t he council  or by statut e, principal and

interest  on obligat ions,  rent and other f ixed charges, the exact

amount of  w hich has been previously determined by contract

aut horized by the counc il or as prov ided in E and F below , o r if

the city has delegated authority t o approve claims under Minn.

Stat .  § 41 2.2 71 , subd. 8?

C. Claims and Payment

1 . Payroll

a. Has the clerk maintained a payroll  record giving the

name of each employee and the number of hours or

days w orked by each?

b. Has the t imekeeper, supervisor, or other off icers or

employees having know ledge of the facts, signed a

declarat ion ind icat ing t he f act s recited on t he payroll are

correct  to t he best of t he declarant’ s informat ion and

belief ?  

c. Have t he claims for pay roll been signed in proper f orm

or declarat ion under Minn. Stat .  § 41 2.2 71 , subd. 2?
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§ 4 1 2 .2 7 1 ,

subd. 3

§ 4 1 2 .2 7 1 ,

subd. 4

§ 4 1 2 .2 7 1 ,

subd. 5

Part II.   Claims and Disbursements - Statutory Cities (Continued)

2 . Ot her c laims for payment  for goods or serv ices.

a. W as the c laim prepared in  w rit t en it ems (w here possib le

in t he ordinary  course o f  business)?

b. Has a declaration for payment been signed that the

claim is just and correct and no part of  i t  has been paid,

or w as the declarat ion  made by endorsem ent  as

provided in Minn. Stat .  § 41 2.2 71 , subd. 3?

D. Endorsem ent  of  Claims

1 . Has the clerk endorsed each claim w ith either “ disallow ed”

or “ allow ed in the sum of $                ,”  if  approv ed in  w ho le

or in  part  and spec ify ing the items rejec ted,  if  any?

2 . Has each order been draw n so that w hen signed by t he

treasurer it  became a check?

3 . Has each order presented to the treasurer and not paid for

w ant  of  funds been so marked and paid in  order of  it s

presentation w ith interest f rom the date of presentation?

E. Immediat e Payment  of  Claims

1 . Hav e all claim s based on cont ract  paid  prio r t o a counc il

meeting been signed by a majority  of t he council  and

formally approved at t he next  council meeting?

F. Imprest Funds

1 . Has a custodian been appointed for each imprest f und?

2 . Has money f or the imprest f und been transferred from t he

general fund?

3 . Hav e all claim s been it emized and  presented t o t he counc il at

t he next  council m eet ing  af t er pay ment  has been m ade?

4 . Has t he counc il issued orders covering  imprest  f und c laims?

5 . Have all  claims been approved in ful l  and/or has the

custod ian rep laced  the d if f erence for w hich he or she is

personally  responsib le?

       

       

       

       

       

       

       

       

       

       

       

       

       

       

       

       

       

       

       

       

       

       

                    

                    

                    

                    

                    

                    

                    

                    

                    

                    

                    

Part III. Independent Board Pow ers--Statutory Cit ies (Utility & Park

 Boards)

§ 4 1 2 .2 7 1 ,

subd. 6

A . Has any independent board, w hich is authorized to disburse funds

w ithout t he approval of the council,  met t he requirements of

M inn. St at .  § 412 .271 , subds.  4  and 5  (f ound as Part  II.E. and F.

above)?                                   
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NOTE:  In review ing the above subdivisions w ith regard to

independent boards, the term “ council”  shall be considered to be the

“ board o r com mission”  and the m oney for t he f und m ay be obt ained

from any undedicated fund under i ts jurisdict ion.

Part IV.   Claims and Disbursements - Counties and Statutory Cities

§§ 412.271,
subd. 8, &

375.18,
subd. 1b

A . Delegat ion  of  A ut horit y  f or Paying Cert ain Claim s

1 . Did  the county  board or c ity  counc il delegate its  authority  to

pay certain claims made against t he county or city by

adopt ing  a resolu t ion  aut horizing a spec if ied count y  or c it y

administrative off icial to pay t he claims that m eet t he

standards and procedures established by the board or

council?

2 . Does the count y  board o r c it y  council have adequat e int ernal

accoun t ing and administrat ive cont rol proc edures to ensure

the proper disbursem ent  of  public  f unds,  inc lud ing  regu lar

and f requent  rev iew  of  the county  or c ity  administ rat ive

of f icials’  act ions by  the board  or counc il?

3 . W as a list  of  all claim s paid  under t he proc edures established

by t he county board or city  council presented to t he board or

council at  the next  regu larly  schedu led m eet ing  af t er

payment  of  t he c laim?  and

a. In t he case of  a cit y , is t he c it y  one w hich prepares

annual audit ed f inancial st atement s w hich have been

at tested t o by an independent  cert if ied pub lic

accountant ,  public  accountant ,  or t he st at e audit or?  or

b. In t he case of  a county , is t he count y  not  a home rule

chart er county  for w hich t he count y  chart er prov ides an

alternat ive method o f  pay ing  claim s?

       

       

       

       

       

       

       

       

                    

                    

                    

                    

Part V.  Client-Directed Support Program - For Counties

§ 3 7 5 .1 8 ,

subd.  1 c

A . If  t he count y  has im plem ent ed a c lient -direc ted support  program

that authorizes responsible part ies for county hum an services and

public health cl ients to expend public funds for the benefit  of t he

clients w ithout c omplying w ith M inn. Stat.  §§ 47 5. 18 , subd. 1b,

3 8 4 . 1 3,  4 7 1. 3 8 , or 4 7 1 .3 9 1 :

1 . W as the program implemented by t he county board upon

approv al by  the depart ment  of  human serv ices?

2 . Does the county  board have internal accounting and

adm inist rat ive cont rol p roc edures t o ensure p roper

disbursem ent  of  public  f unds?

3 . Do these proc edures inc lude county-ow ned dem and deposit

accounts and periodic review  of t he program by  the county

board?
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§§ 471.38,
subds.
 3 & 3a

& 385.071

Part VI.  Electronic Funds Transfer - For Counties and School Districts

A . Count ies and schoo l distric t s may  make elect ronic  funds t ransfers

under cert ain condit ions.

1 . A  school dist rict  may m ake elect ronic  funds t ransfers fo r:

a. a claim f or paym ent from an imprest payroll  bank

account  or investment  o f  excess money;

b. pay ment  of  t ax or aid  ant icipat ion  cert if icat es;

c. payment of  contributions to a pension or retirement

fund;

d. vendor payments; and

e. pay ment  of  bond principal, bond in terest , and a f iscal

agent service charge from t he debt redempt ion fund.

2 . A  county  may use electronic f unds transfers for investm ent

purposes and for all count y  expendit ures.

B. Did t he count y o r school dist rict  use elect ronic  funds t ransfers

on ly  for t he abov e enumerated t ransac t ions?

C. In t he case of  a county , d id t he count y  board est ablish  po licies

and procedures for investment and expenditure transactions by

elect ronic  t ransfer?

D. In the case of  a school d istrict ,  d id the school d istrict  enact a

plan containing the fol low ing policy cont rols requir ing:

1 . annual delegation of authority  to m ake electronic f unds

t ransfers to  a designated business administrat or?

2 . the disbursing bank to k eep a cert i f ied copy of  delegation of

authority?

3 . ident if icat ion of  t he init iato r of  each elect ronic  t ransfer?

4 . the init iator to docum ent the request and obtain approval for

each t ransfer from the designat ed business administrat or,

prior to the transaction?

5 . w rit t en con f irmat ion  of  each  t ransac t ion  w ithin  one business

day?

6 . a list  of  t ransac t ions to be submit t ed t o t he school board  at

the next regular meeting after the transact ion?
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§ 3 7 5 .1 7 1 Part VII.  Credit Card Purchases - For Counties

§ 3 7 5 .1 7

A . If a county  off icer or employee made a purchase on behalf of  the

county  by credit c ard;

1 . Had t he count y board aut horized t he use of  t he credit  card

by the of f icer or employee, 

2 . W as the of f icer  or em ployee ot herw ise aut horized t o m ake a

purchase on behalf of  the county , and

3 . Did  the purc hase otherw ise comply  w it h all st atut es, ru les,

or c ount y  po licies applicable t o count y  purchases?

B. If a coun ty o f f icer or employ ee made a purchase by c redit  card

that w as not approved by t he county board, w as the off icer or

employee held personally  liable f or t he am ount  of  t he purc hase?

C. If publishing  of  disbursement  w as required,  w ere act ual vendors

providing goods and services to the public entity identif ied and

not  just  the cred it  card company?

       

       

       

       

       

       

                    

                    

                    

Part V III.  Payments W ith Credit Cards - For Cities and Tow ns

§ 4 7 1 .3 8 2 A . If  a cit y  or t ow n o f f icer  or em ployee made a purc hase on behalf

of t he city  or tow n by credit c ard:

1 . Had the city counc il or tow n board authorized the use of t he

credit  card  by  the o f f icer  or em ployee,

2 . W as the of f icer  or em ployee ot herw ise aut horized t o m ake a

purchase on behalf of  the city or tow n, and

3 . Did  the purc hase otherw ise comply  w it h all st atut es, ru les,

and city  or tow n policies applicable to city or tow n

purchases?

B. If  a cit y  or t ow n o f f icer  or em ployee made a purc hase by credit

card that w as not approved by t he city  council or tow n board,

w as the off icer or employee held personally liable for the amount

of  t he purc hase?
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Part IX .  Audit Conclusion

The audit or m ust  state a conc lusion--based on t his quest ionnaire and any ot her audit  procedures perf orm ed--w het her

the c lient  has com plied w ith t he legal prov isions rev iew ed relat ing  to c laims and disbursem ent s.

Conclusion:                                                                                                                                                    

                                                                                                                                                                    

                                                                                                                                                                    

                                                                                                                                                                    

                                                                                                                                                                    

                                                                                                                                                                    

                                                                                                                                                                    

                                                                                                                                                                    




